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Guidelines for Volume Editors

As volume editor, you are responsible for:

1. Compiling contact information and academic affiliation from each contributor. This information must be conveyed 
to the Oriental Institute Publications Office as soon as possible.

2. Ensuring that all elements (e.g., text and images) of each contribution are accounted for and clearly labeled.

3. Editing the content of all submissions. A PDF of the original paper, as submitted, must be sent to the Publications 
Office. If you edit, cut, or make major modifications to the paper, the author must approve these changes before 
final submission to the Publications Office.

4. Ensuring that none of the submissions has been published or submitted for publication elsewhere. Please notify 
the Publications Office if you find that this is the case.

5. Ensuring that each submission conforms to the Oriental Institute Publications manuscript submission guidelines 
and that permission for all images and extensive quotes has been obtained.

6. Providing a table of contents with chapter titles and contributors’ names in the order they are to appear in the 
published volume.

7. Writing a 200–300-word summation of the volume for marketing purposes.

8. Choosing reference style. 

Once the volume has been compiled and edited, you will receive a PDF proof of the entire book. The Oriental Institute 
Publications Office will also send each author a PDF proof of his or her chapter/contribution. Final edits from you and 
the author will be considered.

Upon publication, each contributor will receive a password-secured PDF offprint of his or her chapter/contribution 
that they are free to distribute as they please. The entire manuscript will be available on the Oriental Institute website 
for free PDF download. 

Authors maintain copyright of the content of any work published through the University of Chicago. However, the 
University maintains the copyright to the formatting. Therefore, any contribution may be submitted elsewhere for 
publication but must undergo reformatting. 

If you have any questions regarding your duties as volume editor, contact Tom Urban at turban@uchicago.edu or 773-
702-5967.
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